Your Gateway to Security Through Knowledge

Getting Started with ENROL

An overview for users
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Introduction

ENROL (Electronic Network Registration and On-line Learning) Learning Management Server (LMS) is
a Web-based application that provides you with the tools necessary for finding, managing, and tracking
your knowledge growth. Through ENROL LMS, you are provided with instant access to online learning
courses, schedules and details about traditional learning events, pathways to professional growth as well

as access to performance support and knowledge documents.

Objectives for This Guide

In this document, you will learn how to use ENROL for finding and managing your training. You will
not learn everything about ENROL - just enough to get you comfortable navigating and exploring

some key features and capabilities.

ENROL Overview

ENROL

provides some key features which are just a few clicks away. You can access online courses,

instructor-led training, seminars and more in one easy-to-use location.

Logging into ENROL

If you are logging into ENROL for the first time you must first create your profile.

» To create an ENROL profile:
1 Access the ENROL Web Site.

=

Password:

DSSAcademy

Log On

Flease enter your username and password.

Uszername:

Log On

ﬁ Create yvour new ENROL user account!!

& Copyright 2004 DS54,

This is a Department of Defense Computer System. This computer system, including all
related equipment, networks, and network dewvices [specifically including Internet
access) is provided for official government use only and is not cpen to the public.

Use of this DoD computer system, authorized or unauthorized, constitutes consent to
maonitering of this system, Dol computer systems may be monitered for all lawful
purpeses, including to ensure their use is authorized, for management of the system, to
facilitate protection against unauthorized access, and to wverify security procedures,
survivability, and cperatienal security, Menitoring includes active attacks by authorized

Dol entities to test or werify the security of this system. During monitoring, information

may be examined, recerded, copied and used for autherized purposes. Unautherized use

may subject you te criminal prosecution. Evidence of unauthaorized use collected during
monitering may be used for administrative, criminal, or other adwverse action.
Unautheorized attempts to uplead, download er change infermation on this system is
strictly prohibited and may be punishable under the Computer Fraud and Abuse Act of
15387, the Mational Infermatien Infrastructure Protection Act of 1396, and United
States Code Title 18, sectian 10320,

Figure 1: ENROL Log On Page
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2 Select the link Create your new ENROL user account located on the ENROL login page.

3 Page 1 of the profile will then be displayed. Following the Privacy Act Statement enter a Username
(1-20 characters) and your social security number. Click the Submit button.

4 Page 2 of the profile will then be displayed. Complete the “User Account/Registration Form” and
click on OK at the bottom of the form.

5 After successful creation of your ENROL account, you can now electronically register for DSSA
course offerings.

» To log into ENROL:

1 Access the ENROL Web Site. Enter your username and password.
2 Click the Log On button.
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Exploring the ENROL Interface

Cenfigure your profile
and preference settings
N Access ENROL
Search help
for ENE.OL Log off of
Leaner training itsms E:“—ROI—
Menu mode ———— =
— bar
search pr rl-— elp To
-.. Learner: - - r__..
B = I [
Location |Chris Hoffman e }J = "jb
g;‘[;dcm he Assess Learn Collaborate
Sidebar |
Getting Started 7  Welcome Chris Hoffman!
Close the » Change mv profile
shorteuts —
® Search the catalog
Ta a s ipw all coursss
Welcome Aspen allows you to search for timely information,
message- » \iew my active trainin i
Nevws socti - exchange ideas with peers, and perform all of your
MNews sechion * Miew i training in one place.
= Miew reporks
For more information refer to
Getting Started with Aspen LMS
My Favorites &
< Search for information and training or browse the categories below, Use the
Tterns that you have added az advanced search options to refine your search criteria.
Search for favorites which can include
. categories, documents,
ENROL training courses, collaboration centers, Search
items and more, @ Advanced
No information to display
Access cafegories Active Training A T | ales aini
& =ubcategories Finance Sales Training
= The courses ygu are currently Accounting Company Details Delivery
— Bayro Marketing
A Home No information to display.
page shorteut HE Support

Figure 2: ENROL Home Page - Learner Mode

The ENROL Home page offers an array of items, including:
® Help: Help provides step-by-step instructions on how to perform tasks in ENROL.

* Modes: There are five modes (depending upon your user role). Navigate to each by clicking on its
icon.

e Location path: A quick glance at the location path will tell you where you are in ENROL. You
can also use the location path to navigate to previously visited screens quickly.

* Welcome message: Your ENROL administrator crafts customized messages that appear in the
News section of your Home page. A different message may appear in other modes. Be sure to
check out the latest news each time you log on.

e Learn menu (Visible menus depend on user role): This menu provides you access to most of the
learning-related activities.

e Preferences and profile: By selecting the profile link, you can configure your Home page to
display items you use frequently. You can also edit your personal profile information (with the
appropriate permissions).

e Search: Find the information you need quickly by using the ENROL search feature.

e Categories and subcategories: Included here are the courses which are offered by DSSA.
Information is easy to locate and access.
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About User Modes

Depending on your role in ENROL (student, administrator, author, and so forth) you may access different
workspaces or "modes." ENROL modes provide additional features for specific roles, such as the ability
to publish training to the system or to manage student information. If you have permission to access
features in more than one mode, you can switch between these modes by choosing one of the mode
buttons at the top of each page. Below is a table displaying the mode names and icons. In this document,
we will focus on Learner mode.

Mode name Icon

Learner mode: Provides access to the training material and skills data @
that is assigned to you. All ENROL users can access this mode.

Manager mode: Provides information about training management for
ENROL users. Reports are available for individuals and workgroups.

courses and other elements.

Content Manager mode: Provides management features for online ()

Author mode: Provides the features necessary for the development of
online courses. Only internal courseware developers have access to
these areas.

Administrator mode: Allows users to create, manage, and configure all @
components that are tracked by ENROL. Users with permission to publish
training to the site will be using the Administrator mode to make their
training available.

Establishing Your Preferences

ENROL allows you to arrange how you will see and access information on the site. Once you access the
site, you should immediately set your preferences to ensure that you have quick access to the information
you need.

To establish your preferences:
1 Click the profile link in the top, right-hand corner of the ENROL interface.
2 Click the Preferences button.

3 Set the time zone to reflect the zone in which you work. This setting will let you see events by when
they occur in your time zone.

4 Use the Options menu to determine those items that will appear on your Home page.
5 Click the OK button at the bottom of the screen to save your changes.

Note: You can update your password and other information in ENROL. To do this, click the profile link,
then select the Profile button. Be sure to click the OK button at the bottom of the screen to save your
changes.
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profile help log-off

é Adrministrater: %
Porcordeve @ @ @ @ @
Manage Assess Learn Resources Collaborate System
Home * Prefarsnces wednesday, Sepbember 18, 2002 1 298 PM CET
:_'_' Profile L) Preferences
Preferences

To eonfigure vour Home page, select preferred language and time zone and choase ane or more opbions from the table,
along with the number of links to display under each aption on the Home page. Click O to save your preferances.

Languags: Tirne zons:
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Learnar
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Figure 3: Preferences Page

Finding the Right Training

You have two main ways in ENROL to access training that may satisfy a specific goal or increase your
skill set.

Using Categories to Find Training

On your Home page, there are Categories with lists of courses and classes available to you. You can
also access these training items by selecting Learn on the main menu and clicking Catalog. You can
search for courses depending on your permissions.
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Customer Support

Customer Support

Search:

I— @ Advanced

' Entire site ™ This category

Subcategories

Frequently Asked Questions Suggestions
Goals and Metrics Team Information

Knowledge Docs

Cateqgory Listings

Wigw:
4f_4dd Cateqory to Favarites |p.|| types ;I
12 MEXT »
Task: g
|Pub|ish a knowledge document;l @ Records: 11
|9k Marne <4 Description Publisher Last
_ - Updated
a 4} advisory: Brake Svstern Defects | This document defines the issues involved with the 7/742002
brake system defects in the new X5 series.
F | @ Clear writin 5/18/2002
SIERE R I s (N} LN B mnnT

Figure 4: Viewing the Customer Support Category

Using Advanced Search

Sometimes, you must find training by a certain set of criteria, such as by delivery method or
keywords. To do this, access the Advanced Search feature on the Categories page.

» To use the Advanced Search feature:

1 Click Advanced next to the Search text box. Advanced Search

2 From the search criteria text boxes and lists, bt b o T o snstthing g e |- ST @ Kerword in the fext field and dickc Search
enter or select your search criteria.

Search for:
Courses A

3 Use the check boxes and selection options, if Kewords:

Content type:

H H one -
applicable, to refine your search. {Nams, Deszrpton, Course Code) " =
Media type! Delivery method:
e ENROL searches for exact, whole- | ke El Hane =
word matches including spaces and | === 7t senetued desses o wenny
COfreCt Spe I I i ng . (Enample: "Lakewood Center” or "Bellevue, WA")

Search

e ENROL searches are not case :
sensitive. Figure 5: Advanced Search Page

e You can use an asterisk as a
wildcard character to find words that begin with a series of characters. For example, to
search for all words beginning with "a", type "a*". The asterisk will be ignored unless it
is used after at least one other character.

4 Click Search.
5 Scroll through the search results to find the items you require.

Notice the options beneath each one. You can register for a class, display more information about the
class, and more.
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Registering for a Class

If a class interests you, click its name. The Course Summary page provides a description that includes a
high-level overview, delivery method information, length and more. To register for a course from this
page, click Register.

» To register for a class:

6 Click the link View upcoming classes link from the Course Summary page.
7 Click the radio button next to the desired class and click the Next button.

8 Click the Next button again, then the Done button. If there are any registration issues, these will
appear in the Registration Issue box. An example of a registration issue would be a class already at
full capacity. You will have the option to register for the class waiting list, if the class is full.

Note: It is important to understand the difference between a course and a class. A course is a
program of instruction as described in our DSSA course catalog. The content of a course is
delivered through scheduled classes. Classes are scheduled for specific dates and rooms.

When registering for a web-based course you will not see a class listing since a web-based
course does not occur on specific dates, rather you complete the course at your own pace
during the availability of the course.

Course/Class Waiting Lists (Full Capacity)

You have the option of registering for a course or class waiting list during the registration
process. The purpose of the course waiting list is to put you on the mailing list to receive an
E-Mail if a space opens in ANY class which falls under that particular course. This is
recommended if the class date is not practically important to you. The class waiting list puts
you on the mailing list to receive an E-Mail if space becomes available for that particular
class date you requested. Keep in mind that if you receive an E-Mail that space has opened
in a course/class that everyone on the mailing list will receive an E-Mail, regardless of when
they registered. The first person to then register for the opening will get the slot.
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Launching Online Learning

If you are registered for a course, you can launch your online learning from your Home page. Simply
click the name of the course. From the Course Summary page that appears, select Launch.

» To launch online learning from Categories:

1

2
3
4

Click the name of the course you want to take.
On the Course Summary page, click Register.
On the Registration page, confirm the task and click Next. ENROL confirms your registration.

Click Done to move on to another task or select Launch to begin the course. Your course appears in
a new window.

G‘Sncademy

Marking Classified Information

DSSAcademy

Security Through Knowledge

Figure 6:0nline Learning Course Window

Viewing Your Training Schedule

ENROL makes it easy for you to view lists of courses for which you have successfully registered. You
can access your courses under the heading of active training, upcoming training, completed training or
canceled training. Using the Training Schedule page, you can also search for specific courses or cancel a
registration.

» To view your Training Schedule:

1
2

3

From the Learn menu, select Training Schedule. The page defaults to the Active training view.

Using the View feature, select the training category you would like to see (Active, Upcoming,
Completed or Canceled). A grid displays course names, the type of instruction (CBT or Instructor-
led), registered date and date of completion. From this grid you can access details of your course
progress.

You can launch an online course by clicking the Launch icon next to the course name.

Note: If your active training list consists of more than ten courses, click Next to view the remaining
items.
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Training Schedule

This page displays a table of all scheduled training classes, To perform a task, select a class from the table, choose an option
fram the Task list, and click GO, Select from the Wiew list to view different training classes, Click a class name to view more
information about it. Point to the icons in the table to view their definitions as ScreenTips.

Search: View:
| @ |Active training ;I
1234 NEXT »

Task: j g
ICanc:eI reqgistration ;I @ Records: 35
ri& S| E Class Marme £ Type R—egi;tt:—m' Start Date

|| ﬂ m 3 Accident Reporting - Atternpt 2 Instructor &/11/2001

[l ﬁ Active Listening Workshop &/18/01 Instructor 6/26/2001 8/17/2001
(| ﬁ Analyzing Financial Staternents 9/5/02 Instructor 8/2z2/2002 9/4/2002
I ﬂ Aspen Training 8/20/96 Instructor 8/12/1996 8/19/1996
| ﬁ Business Communication by Letter and Mermo 1/10/00 Instructar 10/31/2000 3/4/2001
I ﬂ Clear Writing &6/7/01 Instructor 1043172000 6/6/2001
| & click?learn. Tntrodictinn tn Instructor 12/23/1999

Figure 7: A Training Schedule

» To cancel aregistration:

1 From the Training Schedule page, select the check box for the course you wish to cancel.
In the Task box, select Cancel registration.

Click the GO button next Cancel registration.

Confirm the selection is the one you intend to cancel and click OK.

a ~ W N

Click OK again to complete the process.

Viewing Your Progress Details

Once an online class is underway, you can check your progress at any time by visiting the Class Progress
Detail page. This page displays general progress information such as content type, total score, elapsed
time, status, launch and completion dates. If there are lessons associated with the class, the Lesson grid

displays name, total score, status, and first launch date.

» To view your progress details:

1 From the Learn menu, click Training Schedule.

2 Click the View progress detail icon to the left of the course name. The Class progress detail page

appears.
3 To view more detailed information, under Lesson, click the lesson name.
4 When you are finished, click OK to return to the Training Schedule page.
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Getting Started: Using ENROL

Thank you for taking a few moments to review this guide. Now that you have seen just a few of the
ENROL features, it is time for you to begin leveraging this robust learning tool. Now it’s time for you to
log on and learn by doing.

For additional assistance getting started, contact the Defense Security Service Customer Service Center,
888-282-7682.
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